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About This Manual 
 
 

 
The UUCS of Westborough is a congregationally run religious organization affiliated 
with the Unitarian-Universalist Association (UUA) and affirming its principles as a 
member based organization. But because it is a self-governing and independent 
organization, it is responsible for running its programs, caring for its facilities and 
making its own policy and direction decisions with no outside controls or support, so 
must raise all funds for its operation..   
 
As a Society that welcomes participation from all its members, we understand the 
importance of having a clear description of what we do and how we do it.  As knowledge 
is power, we want all who are a part of the Society to feel empowered to get involved 
and become an active part in shaping our community. 
 
Like every UU congregtion we have a Constitution that describes the society’s 
governing structure and provisions for maintaining and changing it.  However, 
Constitutions are not easily revised and changed and therefore much of the information 
contained in them is kept to the basics of governing.  Where then could reside all the 
additional useful information that is not appropriate to include in the Constitution, needs 
to be accessible and can be easily changed as our ways of doing this grow and evolve.  
The logical answer became this Policy & Procedure Manual. 
 
The Table of Contents outlines what we cover in the current version of this manual.  We 
foresee that this will be a “living” document, updated and revised often enough to be 
kept relevant as our congregation grows and changes. We expect that its usefulness 
will become apparent as we move forward and that we’ll come to rely on it as a vehicle 
for helping us define and share the way we do things in our community. 
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Our Mission and Purpose 
 
 
 
The mission statement of the UUCS of Westborough was developed over a six-month 
period beginning with a meeting facilitated by our District Executive in September of 
2000.  Through a series of follow-up meetings, input was encouraged from all members 
and friends of the congregation, and the mission statement was finalized in early 2001.   
 
The mission statement was written with the idea that it would serve as the foundation on 
which to build the’s programming and direction for a period of 3 to 5 years.   
 

Our Mission Statement 

To build an active, 
 engaging spiritual home 
 in which the diversity of  
belief, being and opinion 

 is supported, respected and realized; 
 to create and participate in activities 
 that celebrate and uniquely reflect  

our UU principles to the larger community. 

 
 

 
Note that this differs from the statement of purpose in our Constitution which are words 
that could take us through the next 300 years. Tha Statement of Purpose is: 
 

We unite to: 
 
Foster spiritual and personal growth; 
Act to improve conditions, to provide care and support to ourselves and others; 
Affirm, defend and promote the worth of every human being; 
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UU Principles 
 

The member congregations of the Unitarian Universalist Association 
affirm and promote seven guiding principles:  

 The inherent worth and dignity of every person;  
 Justice, equity and compassion in human relations;  
 Acceptance of one another and encouragement to spiritual 

growth in our congregations;  
 A free and responsible search for truth and meaning;  
 The right of conscience and the use of the democratic process 

within our congregations and in Society at large;  
 The goal of world community with peace, liberty, and justice for 

all;  
 Respect for the interdependent web of all existence of which we 

are a part.  

 

 

The living tradition we share draws upon inspiration from many sources:  

 Direct experience of that transcending mystery and wonder, 
affirmed in all cultures, which moves us to a renewal of the spirit 
and an openness to the forces which create and uphold life;  

 Words and deeds of prophetic women and men which 
challenge us to confront powers and structures of evil with 
justice, compassion, and the transforming power of love;  

 Wisdom from the world’s religions which have inspired us in our 
ethical and spiritual life;  

 Jewish and Christian teachings which call us to respond to 
God’s love by loving our neighbors as ourselves;  

 Humanist teachings that counsel us to heed the guidance of 
reason and the results of science, and warn us against idolatries 
of the mind and spirit.  

 Spiritual teachings of Earth-Centered traditions, which celebrate 
the sacred circle of life and instruct us to live in harmony with 
the rhythms of nature.  
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How the Society Operates 
 

The Constitution defines the key positions and governing structures of our society 

including membership, the minister, board of trustees, officers, standing committees, 

and annual and special meetings of the membership. 

1.   The Board of Trustees and Officers 

 
The Board of Trustees is composed of five trustees who are members elected at the 
Society’s annual meeting to three year terms on a rotating basis, so that one or more 
trustee is replaced each year. The Minister, the Treasurer and the Clerk are ex-
officio, non-voting members of the board.  The Board of Trustees oversees the 
general operation of the Society and meets on a monthly basis with additional 
meetings as circumstances dictate.  Each Board member serves as a liaison to one 
or more committees and attends committee meetings as much as possible to 
facilitate good communication between the board and committees.  
 
Anyone with an issue they would like to bring to the Board’s attention is invited to 
speak with any Board member to have their issue put on the agenda or ask for an 
opportunity to attend a meeting to address the Board as a whole.  

 
The constitution also defines several officers to help with the operation of the society 
 

 The Treasurer manages all funds that the society possesses, pays all bills 
and provides reports thereof to the Board and all annual meetings. 

 The Clerk keeps minutes of all meetings of the Board and the Society. 

 The Collector and Assistant Collector collect, record, and deposit all funds 
coming to the society including pledges, rents, special donations, 
reimbursements and other funds 

 The Historian maintains the archives of the society 

 The Moderator presides over all annual and special meetings of the 
membership 

 

2.   The Minister and Staff 

a. The Minister 

The minister’s work includes preaching, pastoral care and counseling, teaching, 
administrative responsibilities, committee work, social justice projects, 
involvement with the area interfaith clergy association, participation in cluster, 
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district, and continental UUA organizations, and a role as facilitator of a world 
religions program at the middle school. The focus of ministry is “living an 
integrated spirituality,” in which everyday life becomes an expression of those 
beliefs that inspire both the mind and the heart.  

 
To Contact the Minister 

If you need to reach the minister, leave a message on the minister’s private line 
at society.  In case of an emergency the minister may be reached on a private 
cell phone (evaluating the urgency of the situation is left up to parishioner.)  The 
minister’s voice mail at society provides telephone numbers where the minister 
can be reached or a message left.  The minister will return your call as soon as 
possible after receiving it.  

 

Summer Coverage 

While the minister is on vacation, there are other ministers in the vicinity who are 
"on-call" for pastoral emergencies.  The minister's voice mail at society will 
instruct you as to the protocol for reaching a minister. 

 

b. Office Administrator  
The Office Administrator support the Minister and the Board, coordinates 
scheduling of society space and prepares and sends out the Weekly Update among 
other duties. Our Administrator can be reached at the society office 508-366-2635, 
during set hours and by email at uucswestboro@verizon.net.   

 

c. Director of Children’s Religious Education  

The DRE can be reached at society on Sundays from 8:30 a.m. to 1 p.m. and on 
Tuesdays and Wednesdays from 10:00 a.m. to 2:00 p.m.  A voicemail may be 
left for the DRE at the society number.  

 

d. Music Director  
The music director provides music for Sunday services and also directs the choir.   

 
 
 
 

POLICY NOTE:   As staff positions become open they will not be filled by Society 
members. 
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3.   The Council of Chairs 

 
To foster good communication between the Board and the committees and among 
the committees themselves, we have developed the Council of Chairs, a group 
consisting of the Chairperson of each committee, the Board of Trustees, the 
Director of Religious Education and the Minister.  The Council of Chairs meets in 
the fall to discuss summer accomplishments and coming plans, in late winter/early 
spring to evaluate how things are going and to discuss any business that seems 
appropriate for the group, and once again in the spring to share and discuss plans 
for the upcoming society year.  This important meeting also allows a forum for the 
Board to give input and direction to committees, as appropriate.  If committee chairs 
cannot attend, a representative from each committee attends in their place  
 

4.  Committees and Social Groups 

 
Much of what happens at the UUCSW happens because groups of interested 
members make things happen.  And a lot of this is done by committees which help 
run our various programs such as RE, Social Justice and Music that provide the life 
to this congregation and others that carry out tasks to keep the society and its 
facilities operating (e.g. Finance, Building and Grounds). 

 

a. Committees and groups involved in Programs, Ministry and Worship  

Choir  

Provides choral music for Sunday services under the direction of the Music 
Director. 

 
Committee on the Ministry 

Provides support for the minister and facilitates communication between the 
minister, the Board of Trustees, committees, and the congregation.  Holds 
regular discussion meetings with the minister.  The Committee on the Ministry 
has three members, each with a rolling three-year term, which members are 
recommended by the Minister and approved by the Board of Trustees. 

 
Helping Hands 

The Helping Hands Committee offers care and assistance to members and 
friends and their families in time of need. In the past the committee has provided 
meals, transportation, cards and gifts, home visits and help with collations (see 
Section IV, No.4). The committee chair is made aware of members in need 
through the minister and other members of the society. The chair then recruits 
the committee members to help meet the demands of the request. The 
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committee's purpose is to alleviate some of the burden put on members and their 
families during difficult times.  

 
Membership Committee  

Works to attract and welcome newcomers, to integrate new members and to 
attend to the membership needs of the congregation.  To do this, they recruit and 
train greeters for Sunday Services; hold a variety of activities to inform and 
introduce newcomers to each other, the minister and members and friends of the 
congregation; and develop some activities promoting fun and fellowship such as 
the biennial Birthday Bash.  In addition, they maintain a calling list for emergency 
contacts and monitor other lists of the society such as the VISTA mailing list, the 
Directory of Members and Friends, and the annual census of active members for 
the UUA. 

 

Music Committee 

Oversees music for Sunday services in conjunction with the Director of Music. 

 

Program Committee  

Plans and facilitates Sunday services when the minister is absent from the pulpit, 
typically once a month from September to June and also a series of summer 
Sunday services in late June and July when regular mi9nisterial led services are 
not held.  

 

Religious Education Committee  

Develops and implements organized weekly programs to respond to the religious 
education needs and interests of children and young people. 

 

Social Justice Committee  

Represents the Society in the community and organizes involvement in local and 
global social justice concerns. 

 

Sunday Hospitality 

The Hospitality Coordinator facilitates a method for volunteers to host Coffee 
Hour and bring flowers for the altar each Sunday.  Coffee Hour hosts bring milk & 
cream, food and juice; set up the refreshment table, make two urns of coffee, and 
clean up afterward (see Section IV, No. 5 for more detailed directions regarding 
the hosting of Coffee Hour).  The Hospitality Coordinator sends 
reminder/instruction letters to volunteers midweek, and is responsible for 
maintaining supplies of coffee, tea, sweeteners, and paper goods in the 
kitchenette closet. 
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Youth Group liaison 

Provide coordination and advice for the Youth Group in palnning their activities 
including their yearly service trip 

 

b.  Committees involved in Facilities, Fund Raising, Finance and Administration 
 

Buildings and Grounds  

Monitors the condition of the buildings and surrounding grounds and makes 
recommendations to the Board regarding repair and maintenance issues. 
Participates in work parties to repair and/or maintain building and grounds.  
Solicits quotes from, hires, and monitors contractors as needed. 

 

Canvass Committee  

Runs the annual canvass to help cover the operating costs of the society (see 
Section I, No. 5).  The chair of the Canvass Committee is a member of the 
Finance Committee. 

 

Endowment Committee 

Serves as the steward of the UUCSW Endowment Fund established May 21, 2006.  
Three members are elected to 3-year rolling terms. 

 
Finance Committee  

Prepares and recommends the annual budget, monitors income and expenses, 
and advises regarding capital campaigns, major fund-raising needs, and 
investment opportunities for Society funds. (See also Article V, Section E in the 
Constitution.) 

 

Nominating Committee  

Works to fill opening for Trustees, Officer and committee heads for the Society 
and present a slate for election at each annual meeting.  (See also Article V, 
Section E in the Constitution.) 

 

Rental Liaison 

Oversee the use of the society building by the Nursery School, the Indian Dance 
group or other users. 

  

 Social Media and Communication team 
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Edit and prepares the monthly Vista and develops and maintains website, 
Facebook and other social media content. 

 

 Technology team 

Supports the technology needs of the Society including computers, networking, 
sound system, telephones and photocopier. 

 

 Ways & Means Committee 

Plans and implementer fund raisers such as the Auction and sale to Stop&Shop 
cards  to raise money to  help support our annual budget   

 

3 School St team 

Manages the property and tenants at the 3 School building adjacent to the main 
building.  

 

c.  Social Groups and Activities 
 

A number of other groups put on activities throughout the year that enrich the life 
of our congregation and community.  Announcements of these events are made 
in the monthly Vista and Weekly Update and are highlighted in the Sunday 
program insert. These include 

 

 UU Book Group 

 Circle Suppers 

 UU Movie Night 

 UU's At Lunch 

 UU Knitters  

 Action events such as Habitat for Humanity Work days 
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5. Financial Matters 

As a congregationally run society, the UUCSW is responsible for planning its 
own budgets and raising all funds needed to operate. Our fiscal year runs 
from July 1 to June 30. The budget is prepared by the Finance Committee 
each sring in conjunction with the Board of Trustees and the Canvass 
Committee.  One of the important actions at the Annual meeting in early June 
is the presentation and vote on the proposed budget for the forthcoming year 
beginning on July 1. 

 

The biggest and most important source of income is pledges of support from 
our members and friends.  Pledges account for over 60% of our income. The 
next biggest is property usage (primarily the Nursery School and 3 School St) 
accounting for 23% of our income and Fund Raisers (Auction and similar 
events) accounting for over 10% of our income. 

 

The Canvass 

 

The Canvass is the process of getting pledges from members and friends of 
the UUCSW for how much they can commit to donate in the coming fiscal 
year. The Canvass Committee works with the Finance Committee and the 
Board of Trustees to develop the target for pledges from the Society’s 
members and friends in its annual every-member canvass.  Planning for the 
Canvass gets into full swing in January and the Canvass typically runs during 
February and March.   

 

The key elements of the canvass are the development of a theme for the 
campaign and messages about why everyone should support the society. 
These will be presented in various ways through Vista articles, speakers at 
Sunday services, small meetings, and letter and direct out-reach to members 
and friends.  A team of canvassers helps make the outreach and engagement 
with all members and friends happen.  
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Building Usage 
 
The socity has had steady usage of its main building on weekdays by Miss 
Tanya’s Nursery School and steady occupancy of the 3 School property for 
multiple decades. Together these have provided relaible income for planning our 
yearly budgets.  Rental arrangements are overseen by the Board of Trustees and 
a designated rental agent. 
 
 
Fundraising 

 

The third most important component of budget income is fund raising.  
Significant fundraisers have traditionally included an Auction of Goods and 
Services  a Spring and/or Fall Yard Sale and recently the sale of Stop & Shop 
cards. 
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The Congregational Year 
 

1. Worship 

Formal services are held every Sunday, from September through mid-June, 
beginning with our in-gathering Sunday (usually the first Sunday after Labor 
Day).  Religious education classes for children take place at the same time as 
the Sunday service (see Section III for more information on Religious 
Education for children).  Nursery care is sometimes provided for children 
under age 3.  The senior high Youth Group meets regularly at a schedule set 
by the participants and their leader.   

 

All are invited to attend coffee hour, immediately following the Sunday 
service.  This time provides an opportunity to meet and get to know members 
and friends, discuss spiritual issues, and share fellowship. 

 
Sunday Services 

Worship services follow a traditional format with the chalice lighting, hymns, 
readings, silent reflection, a sermon, and an occasional opportunity for 
congregational response.  On select Sundays the choir or guest musicians 
perform.  The minister plans and leads three services each month while the 
Program committee runs the other. 

 

Candles of Joys and Sorrows 

A part of every service is set aside for Candles of Joys and Sorrows. This 
time is intended for anyone who wishes to come forward and lift up, through 
the lighting of candles, any joy or concern that they would like the 
congregation to hold in prayer.  This is not a time for political, controversial 
statements, for which there are other forums available, but an opportunity to 
create a sacred space in which those in attendance can join in love and 
support of one another. Those lighting candles are welcome to speak what is 
in their hearts or to light a candle silently.  You can also ask the minister to 
light a candle for you if you’re not able to be in society on a given Sunday or 
feel more comfortable remaining seated. 

 

Intergenerational Services 

Certain Sundays of every month find members and friends of all ages in the 
Sanctuary for the first portion of the service.  During this time the minister 
typically shares a story with the children that relates to the sermon.  Children 
have the opportunity to experience and become comfortable with the “big” 
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society.  It is also a time for the adults to have the opportunity to enjoy those 
who are truly the future of our Society. 

 
Children’s Worship Circle 

On those Sundays that the children do not begin in the Sanctuary, they start 
their religious education with a worship circle in the chapel.  Here the children 
are exposed to the rituals of the lighting of the chalice, our UU principles, the 
sharing of joys and sorrows, and on select Sundays the singing of songs and 
hymns.  After the circle they accompany their teachers to their classrooms for 
society school. 

 

Program Sundays 

The Program Committee presents a service one or more Sundays a month.  
These intriguing services include an opportunity for society members to enjoy 
interesting guest speakers or to hear their fellow pew-mates share their 
thoughts and ideas on various topics.   

 

Summer Programming 

Summer services begin in mid-June and continue into early August with a 
series of lay-led services that are planned and run  by the Program 
Committee.  An earlier meeting time, beginning with coffee at 9:30 a.m. and 
continuing with a 10 o’clock, service allows us to pursue our many summer 
activities while still having the opportunity to come together once a week in 
worship.  School-age children are invited to attend these services and 
childcare is provided for littler ones.  Formal society and RE classes resume 
the first Sunday after Labor Day. 

 
Special Services (as per the minister’s discretion) 
   
Yom Kippur, honoring the Jewish High Holy Days 
Samhain, honoring the pagan/Christian festival of remembering our loved ones 

who have died. 
Thanksgiving Eve Interfaith Service, a gathering of all the religious congregations 

in Westborough to give thanks.  All the clergy participate and there is an inter-
congregation choir as well as bell-choir.  Children are invited (and there is 
always a children's story.) 

Christmas/Channukah/Festival of Lights, a different children's pageant each year 
to recognize the spiritual traditions of the season 

Christmas Eve, honoring the birth of Jesus 
New Member Sunday, where we welcome new members who have joined within 

the past year. 
Martin Luther King Weekend, service on social justice 
Canvass kick-off, preparing for our annual canvass 
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Easter, celebrating the resurrection of the human spirit, the earth, and honoring 
the life of Jesus 

Passover Seder, celebrating the deliverance of the Jewish people from the 
tyranny of Egypt and the deliverance of all people from oppression and 
suffering 

Coming-of-Age Ceremony, rite-of-passage for 8th grade students 
Mother's Day Celebration, remembering Mom 
Father’s Day Celebration, remembering Dad 
Second or Third Sunday in June, our final "formal" worship celebration for the 

society year (which is followed by lay-led summer services) 
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2.  Governance 

 

The Annual Meeting 

The governance of the Society is a year-round activity, strung together with 
monthly Board of Trustees meetings and punctuated with Council of Chairs 
workshops that occur in the Fall, Winter, and Spring.  The culmination of the 
Society year is the Annual Meeting, held toward the end of the fiscal year in 
June.  It is the time when society members nominate and elect officers and 
committee members for the Society for the upcoming year, adopt a budget, and 
hear annual reports presented by representatives from each committee.  It is also 
a time to discuss any other business that needs attention. 

 

The Annual Meeting traditionally begins with a potluck meal giving members and 
friends a time to socialize before conducting business.  The first order of 
business, after reviewing and accepting the previous year’s minutes, is to hear 
the Treasurer’s Report, which reviews the previous year’s budget, outlines the 
inome and expenses and the status of resticted funds, and proposes a budget for 
the coming year which is then voted on by those in attendance.  After the 
Treasurer’s Report, the Nominating Committee and Finance Committee present 
their reports followed by other committees.  The nnual Reprt to the congregation 
containing all of these reports is distributed for review prior to the Annual Meeting 
(see Section IV, No.3). 

 
 

3.  Annual Activities 

 

Traditions develop and successful things tend to get repeated year to year.  The 
table on page 20 shows the multitude of events and activities that make up a 
typical society year.  Months shown aren’t always exact (UU’s must remain 
flexible!), but it gives a good overview of what many of our members and friends 
may be busy with at any given time.  Description of some of the activities are 
listed below: 

 

Chili and Caroling (not a current event) 

One Sunday in December anyone so inclined meets at the society in the early 
evening.  We each bring a batch of chili (enough for ourselves or our group) and 
put it together in a big pot.  One volunteer stays behind to stir the chili, cut the 
cornbread and assemble the salad.  The caroling group goes into the evening to 
visit our friends who can’t always be at Sunday services.  After the singing, 
everyone returns to the society for a chili dinner, conversation, and more singing 
if they’re not all sung-out! 
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The Birthday Bash 

The Birthday Bash is generally celebrated every other year (so it isn’t shown in 
the activities table).  It is a joint birthday party for all the Society’s members and 
friends.  Participants sit together at tables designated for that particular month, 
and each table has a cake to decorate in whatever theme they choose.  The 
Birthday Bash is coordinated by the Membership Committee. 

 
 
Circle Suppers 

Circle Suppers are opportunities for members and friends to congregate in small 
groups for food and fellowship.  It has proven to be an excellent way to renew old 
acquaintances and make new connections.  Host families coordinate what dish 
each guest contributes to the meal.  Typically, three Circle Suppers are 
scheduled throughout the year, none occurring during the summer months or 
during the December/January holiday season. 

 
Society Picnic 

Every spring toward the end of the formal society year we have a society picnic 
hosted by a society family.  Everyone brings something to grill and something to 
share and we use the time to relax, reflect on the year gone by, and to enjoy 
each other’s company. 

 

Social Action 

Every year there are events in which we can participate that allow us to give 
something to those in need both in the immediate community and in the larger 
world.  A group from our society has participated in the annual Crop Walk to raise 
money to feed the hungry.  In December, we have a Giving Tree where gifts are 
bought for children in town.  In February we buy health and beauty supplies and 
the children in the society school assemble them into beautiful Valentine’s Day 
boxes and deliver them to the local Food Pantry. We also have begun 
participating in the Boston Pride Walk in June. 

As an on-going social action, our society continues to participate in Equal 
Exchange’s Interfaith Coffee Program, serving organic free-trade coffee and 
cocoa at Coffee Hour.   
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Table of Annual Activities 

 
 Worship Religious Education Fun (every 

month 
includes 
Affinity Group 
Activities*) 

Finances & 
Fundraising 

Social 
Justice 

Governing 

September In-gathering 

Sunday 
2nd Sunday: RE Open 

House – an invitation for 

new people 

   Board 

Meeting 

October Yom Kippur Last Sunday:  Halloween 

party and haunted house 
  Crop Walk Board 

Meeting 

Council of 

Chairs 
November Sahain 

Service 
  Fall Fair  Board 

Meeting 
December Solstice 

Service 

Christmas 

Eve Service 

2nd Sunday:  Holiday 

Pageant. 

4th Sunday: No RE 

School –

intergenerational service 

Caroling  Giving Tree Board 

Meeting 

January Membership 

Month 
  Canvass 

begins 
 Board 

Meeting 

Council of 

Chairs 
February  2nd Sunday 

Valentine’s Day Boxes 
  Valentine’s 

Boxes 
Board 

Meeting 
March    Auction, 

Canvass 

Sunday 

 Board 

Meeting 

April Easter 

Service 

Passover 

  Auction  Board 

Meeting 

May Coming of 

Age 
1st Sunday: Coming of 

Age  

3rd Sunday: Teacher 

Appreciation 

   Board 

Meeting 

Council of 

Chairs 
June Last Formal 

Service 
1st Sunday: Last day of 

classes 

2nd Sunday: Celebration 

and party 

Society 

Picnic 
Yard Sale  Board 

Meeting 

Annual 

Meeting 
July Summer 

Services 
     

August Summer 

Services 
    Board 

Meeting 

 
 
 
 
* Affinity Group Activities include UUs at Lunch, Book Group, Movie Night, etc. 
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Children’s Religious Education School 
 
 

Purpose of the RE Program 

We believe that all children are inherently spiritual beings.  We recognize parents 
and guardians are children’s most important religious educators.  We aim to 
support parents in the role as religious educators.  All curricula used in the 
classrooms are published or recommended by the Unitarian Universalist 
Association. 

 
Goals of the Program  

To create a safe and accepting community where children feel they belong 

To promote positive self-esteem 

To encourage acceptance of diversity 

To help children to 

learn the principles of our Faith 
learn the history of Unitarian Universalism 
learn about the great religious events, stories, myths and persons of all religions 
begin to develop their own beliefs about creation, death, God and the sacred 

writings 
appreciate our interconnectedness with nature 
gain awareness and appreciation for the larger community and the world 
learn to work for a peaceful and fair world 
have fun being together 

 
Policies of the Program  

We are a Cooperative Sunday School.  We rely on volunteers, primarily parents, 
to teach our classes.  Once a family has been involved with the society for one 
year, the parents are asked to teach.  For a family with one child in the program, 
a parent is requested to teach one block per year (one block being 6-8 weeks).  If 
the family has two children in the program, both parents are requested to teach 
one block or one parent may teach two blocks per year.  We recognize that this 
expectation is not realistic for all families.  If it is not feasible for your family, 
please contact the DRE to learn about alternate ways that you can contribute. 

 

Child Protection and Safety 

Criminal Record Offender Inquiry (CORI) checks are required of all volunteer 
teachers and paid staff working with children to help ensure their safety. 
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Behavior Guidelines  

Having clear expectations reduces the likelihood of discipline problems.  We 
expect children to: 

 

Be considerate of classmates, teacher and others 
Wait their turn to speak 
Share 
Stay on task 
Treat the room and supplies with care 

 
Discipline Policy  

We strive to be an inclusive community, affirming our differences in beliefs, 
opinions and life experiences.  However, concern for the safety and well-being of 
the congregation must be given top priority.  When disruptive behavior does 
occur, the following steps are taken: 

The teacher reminds the child of classroom expectations and redirects behavior.  
Parent and DRE will be notified of child’s behavior. 

If redirection is unsuccessful, the child may be removed from the classroom and 
returned to the parent.  DRE will work with the parent and teacher to find a 
way to enable the child to be successful in the classroom, possibly by having 
the child work one on one with a teacher in the classroom. 

If after repeated attempts to accommodate the child’s needs, behavior remains 
disruptive, the child may be excluded from the class for a limited time, with 
reasons and conditions for return made clear. 

 
Note: The minister is notified of all disciplinary actions.  
   
Procedures of the Program 

All of our policies and procedures are outlined in our Parent Handout, which is 
distributed in September.  Listed below are our most important ones. 

 
Registration 

We welcome visitors to our classrooms.  After three visits, children should be 
registered in order to continue in the program. 

 
Dismissal 

Classes are over by 11:45.  Children in grades 3 and below need to be picked up 
by a parent or guardian. 

 
Field Trips 

Parents must sign permission slips when children are leaving the society 
premises by vehicle.  There must be a minimum of two adults with the group. 
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Snack Money 

At the start of the society year, parents are asked to contribute $5 per child to 
cover the cost of snacks for the year.  
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Miscellaneous Information and How-To’s 
 

Recognition 
 
 Leaving a Legacy 
 See a member of the Endowment Committee to learn of ways to leave a lasting 

legacy to the society. 
 

Making a Memorial Gift 

See a Board member, the treasurer or the minister to make a memorial gift.  In 
recognition, a  leaf on the “Tree of Remembrance” will be inscribed with your 
loved one’s name. 

 
Donating a Hymn Book 

If you would like to purchase a hymnbook and have it dedicated with a special 
front\piece, contact a member of the Music Committee. 

 
Lighting the Steeple 

Established to help pay for keeping the steeple visible at night, members and 
friends are offered an opportunity to have the steeple lit each night for 2 weeks in 
memory of a loved one, or for any other reason, for $25.  Checks are to be sent 
to the collector who in turn notifies the newsletter editor so that a steeple lighting 
notice may be printed. 

 
The Indge Family Award 

The Indge family has been a part of our society for generations and has made 
invaluable contributions to our Society over the years.  It is this dedication of 
service that is recognized in a member of this Society by presenting that member 
with the Indge Family Award.  A plaque of recipients is located in the back of the 
sanctuary.   

 
Memorial Plaques 

Benefactors of our Society live on in our memories and hearts but it doesn’t hurt 
to have visual reminders of those who came before us and of their 
thoughtfulness. Happily, some of our benefactors are still with us!  Take a 
moment to look at the plaques located in the back of the sanctuary, on the 
windows and near the organ.  They are truly testaments to the long history of our 
Society. 
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Rites of Passage 

 
Like other religious traditions, Unitarian Universalism recognizes the major 
transitions in life.  Here, at the UUCS of Westborough, MA, we honor these rites of 
passage with the following ceremonies: 

 
Child Naming and Dedication 

Approximately three times a year, and usually within the context of a Sunday 
morning worship service where the congregation is gathered, we offer a 
ceremony of naming and dedication for infants/children/occasionally adults.  This 
simple ritual includes a reading (It Takes a Village to Raise a Child), a rose that is 
symbolic of the uniqueness of the child/person being named, a recognition of 
their name for all eternity, a commitment from parents/godparents/congregation 
to their physical and spiritual well-being, and a dedication with water that is 
touched to their head, heart and hands to dedicate their thoughts, words and 
deeds to serving truth, beauty and compassion.  It is usually followed by a song 
for reflection. 

 
Coming-Of-Age 

Like its counterparts in Judaism (Bar Mitzvah) and Christianity (Confirmation), we 
also recognize this important rite-of-passage from being a child to that of an 
emerging adult.  Our ceremony is also the conclusion of formal religious 
education classes, and marks the transition into Youth Group.  Much time and 
energy goes into the Coming-of-Age process, as our 8th graders prepare for the 
culmination of their studies and experiences in RE which is honored in a very 
special service on the first Sunday in May.  Through additional reflection with the 
minister, these young people learn how to integrate our UU principles into the 
everyday actions of their lives.  The fruit of these reflections is shared in a 
powerful service that includes their parents, families, friends, and members of the 
congregation. 

 
Weddings 

One of the hallmarks of Unitarian Universalism is that we tend to specialize in 
interfaith weddings.  Our minister is available for members and non-members 
alike to plan and officiate at their wedding.  Pre-marital counseling is offered 
along with a customized wedding ceremony.  The minister's services are free for 
members, with an honorarium left to the discretion of the couple.  A fee is 
charged for the minister's services for those couples that are non-members.  
Congregation members are not required to pay for use of the facilities; however, 



26 | P a g e  
 

the custodian must be paid.  Musicians will be paid under separate contract.  
Wedding forms are available through the society office assistant. 

 
Funerals 

Each funeral at the UUCS of Westborough, MA is as unique as the individual 
who is being honored and remembered.  Again, the minister's services are free to 
congregation members, but not to non-members.  In preparation for the service, 
the minister meets with family members at length and addresses the needs and 
concerns of those present.  UUs have no particular set preference for this rite-of-
passage, and some prefer the more traditional mourning rituals of an open 
casket wake with a "casket in society" funeral while others prefer immediate 
cremation with a Memorial service to follow at a later date.  Of course, there is 
also everything in-between.  The minister meets with the family and the funeral 
director to help them determine what is best for their family's needs.  If a collation 
is desired for after the service, the Helping Hands Committee organizes it, free-
of-charge for society members (see Section IV, No. 4).  Of course, an 
honorarium is always appreciated to help defray costs, but it is not required. 

 

Communication 
 

The Newsletter 

The VISTA is published once a month.   Articles may be left at the society in the 
VISTA in-box or emailed to the Office Assistant at uuwestboro@yahoo.com, 
preferably with a Word attachment.  Deadlines are printed within each issue. 

 

Nametags 

In an effort to get to know each other better and to make visitors feel welcome, 
everyone is urged to wear a nametag while at any and all society functions.   

 

Directory 

There is a directory available containing the addresses, telephone numbers, and 
email addresses of our friends and members, which is updated on a regular 
basis. 

 
Annual Report 

Near the end of each fiscal year, all committee chairs are asked to write a report 
summarizing their committee’s accomplishments for that year.  The Annual 
Report is a collection of these reports as well as being a vehicle for disclosing the 
proposed budget for the subsequent year to be voted on at the Annual Meeting 
(see Section II, No. 2).  The Annual Report is distributed each year prior to the 
Annual Meeting. 
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Other Information 

 
Collations 

It is inevitable that each of us will experience the heartbreak of losing a loved one 
and that we, ourselves, will eventually pass away.  During this time of grief it is 
very satisfying to know that our society family is there and ready to help celebrate 
the life of the one among us whom we have lost.  The Helping Hands Committee 
helps coordinate the preparation of food, coffee, and tea, and the setting up of the 
chapel and parlor to receive guests.  This provides a warm and welcoming place 
for the grieving family and friends to congregate without worrying about 
“entertaining” at this difficult time. 

 
Choir  

The choir rehearses prior to the service on the Sundays that they are performing.   

 

Snow Days 

In the event of inclement weather, watch WBZ TV or check online to see if society 
has been cancelled.  You can also check the phone message at society before 
you make the trek.  There will be information regarding the service.  Teachers will 
be notified by the DRE if religious education classes will not be held. 

 
Tea Cups 

Many years ago women brought their favorite tea cups to society and used them 
during special occasions such as weddings, funerals, and dedications.  This 
marvelous array of historical china may be viewed in the glass case in the parlor. 

 

Coffee Mugs 

In an effort to be “ecologically correct” and perhaps update the teacup tradition 
described above, each of us is urged to bring in our own coffee mug to use during 
coffee hour (or at any other gathering).  It is, of course, your responsibility to clean 
your mug and return it to the small kitchen. 

 

Being “Green” 

We use real plates, silverware and mugs in an effort to be as “green” as possible.  
Please use these items when serving food in the chapel and be sure to put them 
in the dishwasher when finished. 
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Use of Social Media 

Our Facebook page and website are administered by the Minister and one or two 
other people designated by the Board.  The Facebook page may be used by the 
congregation to solicit fundraising donations, advertise events, and other 
information relevant to UUCSW society and community life.  If a congregant would 
like their information to appear on the main Facebook feed, it must be approved 
by the minister or Social Media people. 

 

Solicitations 

The Board of Trustees voted in March 2013 that no outside solicitations from 
other groups would be allowed during worship or coffee hour.  Regarding 
congregants and/or the minister soliciting for personal or organizational 
fundraising, those parties are asked to solicit other members privately through 
their own means or through the UUCSW Facebook page.  Congregants and the 
minister may not use the society email database to solicit funds for personal or 
organizational fundraising, nor should it be mentioned during Joys and Sorrows or 
from the pulpit. 

 

The Board voted in January 2013 to allow any UUCSW Girl Scouts to sell cookies 
during coffee hour for 3 Sundays during cookie-sale times.  The participating 
scouts are asked to sit at a table to sell cookies and not circulate order forms or 
walk around the chapel asking people to buy cookies.  The participating troops 
from different times are asked to coordinate their efforts during this 3-week period. 
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Directions and Instructions 

 
Reserving or Renting Space 
 

To reserve space for a meeting, check the calendar in the office for availability 
and write in the time, space, committee, and contact person or call the office. 

 

To rent space, contact a member of the Board of Trustees to arrange. 

 
Becoming a Member 
 

Typically, after a period of time, those who attend society regularly consider 
becoming an official member.  To become a member, one speaks with the 
minister and signs the membership book.  The book signing can be done privately 
in the minister’s study or celebrated more publicly during a service specially 
designated for this purpose.  Membership offers all the social activities, 
opportunities for involvement, fellowship and support that one enjoys as a “friend” 

of the Society with the added benefit of the ability to vote on matters affecting the 
Society. 

 

After completing the Coming of Age program, young people can become non-
voting Associate Members of the Society by signing the Associate Members book. 

 

For more on membership in the Society, reference the Constitution. 

  

Sound System Directions 

1. Key is on a red tag, hanging on the right inside the closet at the top of the side door 
stairs. 

2. Open the cabinet, bottom drawer will not open all the way unless the cabinet door is 
less than all the way open. 

3. Bottom drawer has the handheld mic and the lavalier mic. 

4. Make sure that the volume knobs are turned down.  These are towards the bottom of 
the rack system and are marked "pulpit", "handheld", etc. 

5. Turn on the red switch halfway up the rack on the right side, this should power up the 
whole system. 

6. Turn the pulpit volume up to the blue dot.  Test the pulpit mic.  If the pulpit mic does 
not work, check that the cable is attached to the connector box in the floor of the 
altar. 
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7. To use the handheld mic, turn on the power switch on the microphone and keep the 
mute switch on "mute." 

8. On the mic is a power indicator. Check and ensure that the green light is on, if the 
yellow light is on or there is no power, you will need to change the battery.  Unscrew 
the cap at the base of the mic and CAREFULLY replace the battery.  Extra batteries 
should be in the bottom drawer. 

9. If the green light is on, switch off of mute, turn up the "handheld" volume on the panel 
to the blue dot and test the mic. 

 

--- IMPORTANT--- 
Whenever the handheld is used and the volume on the control panel is turned up, 
make sure that the mic power is on (with the mic muted or not).  If the handheld mic 
is not "ON" and the volume is up, there is a loud unpleasant humming noise that 
comes through the system.  If you are going to use the handheld occasionally during 
the event, keep the mic power on at all times and use the mute switch as necessary.  
DO NOT turn the mic power off until the volume is turned down or the system is 
switched off. 

 

10. To use the lavalier mic (not always kept in the drawer), turn up the volume control 
for the "lavalier" and follow the basic directions for the handheld. Luckily, the lavalier 
will not cause the humming noise that the handheld will. 

11. To use the CD or tape player, make sure the respective volume controls on the 
panel are turned up to taste. 

--- IMPORTANT--- 

Sometimes the system will be shut down incorrectly and various rack units (including 
the wireless receiver sitting on top of the rack) will have been turned off individually.  
The red power switch should turn on all components.  If something (especially the 
wireless mics) is not working, make sure that all the rack units (especially the 
wireless unit on top) are "on." 

 

12. To shut down, turn down all volume controls on the panel, turn off the red power 
switch and microphone power switches. 

13. Store mics in the bottom drawer, lock the cabinet and return the key. 

 

How to be a Greeter 
 

Guidelines for Welcoming Members and Visitors to Our Services 
Put on a nametag and smile! 

 
1.) When to arrive: 10:00 New people, especially with children like to come early. 
 
2.) What to wear: Whatever you feel would be appropriate for making a positive first 

impression. 
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3.) Where to stand: Two greeters at the West Main Street door, two greeters at the 
Ruggles Street door.  (One of the greeters at the Ruggles Street 
door will be familiar with our R.E. program and able to take new 
families with children to the R.E. Director and classroom.) 

 
4.) How to prepare: Prepare the Information Table in the chapel.  Straighten it up, and 

make sure that it is well stocked with appropriate pamphlets and 
information that might be of interest to our newcomers. 

 

 Gather a supply of Orders of Service.  They are often put on the 
table in the foyer of the society.   

 

 Gather a supply of the VISTA located on the Information Table (it 
might be a good idea to take a minute to browse it for upcoming 
events which might be of interest to newcomers).   

 

 Assure that your station is supplied with several Visitor’s packets, a 
working pen, a visitor book, and blank Visitor nametags. 

 

5.) What to do: Put on a big smile and greet people warmly.  Shake people’s hand 
and offer them an Order of Service. 

 

 Encourage all congregants to wear their nametags. 
 

 If you don’t recognize someone: 
Thank them for coming 
Ask them if they are visiting for the first time 
Offer them a nametag 
Ask them to sign the Visitor Book 
Offer them a Visitor Packet (located in every pew) 
Invite them to the coffee hour to browse the Information table and 

introduce them to others gathered at coffee 
Ask them if they have any questions. If you are not able to answer 

a question, offer to introduce them to a more knowledgeable 
person during the coffee hour. 

Point out the available brochures 
Invite them to take a seat in the Sanctuary anywhere they feel 

comfortable. 
 
 
7.) During Services: Two greeters sit in the back of the sanctuary and one greeter 

sits in the front of the sanctuary to greet and usher 
latecomers.  

 
 The greeters who are sitting in the back of the Sanctuary 

collect the offertory.  The plates are located in the last pew. 
 After the service, give the collection to the Collector or 

Assistant Collector.  Please try to pace yourselves going up 
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the aisle – it may sound inconsequential but it certainly gives 
the impression that we are putting forward a thoughtful effort. 

 
 Do a head count some time after the mid point of the 

service.  (During the collection of the offertory is a good 
time.)  The count includes adults and children in the 
Sanctuary (after the rest of the children have gone to classes 
if this is a Sanctuary Start Sunday). Estimate the number of 
first time and returning visitors.  These numbers are 
recorded in the red greeter book located in the rear of the 
society. 

 
8.) After Services: Accompany newcomers to the coffee hour for refreshments, 

introductions, information and to sign the guest book if they 
haven’t already.  Introduce our guests to our members and 
friends.  Do make an effort to help our guests feel welcome 
after the service and during coffee hour. 

 
 Greeters located at the back of the sanctuary can thank and 

assist any newcomers who do not wish to stay for coffee. 
 
9.) After Coffee Hour or The team coordinator will follow up visitors with notes or 

during the week make phone calls to our guests, encourage 
them to come again, and tell them about events they might 
find interesting. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

How to Host Coffee Hour 

 
COFFEE: Please bring a pint each of milk and cream (or half 'n half).  Arrive at 
society thirty minutes before the service to set up and plug in the coffee urns.  This will 
allow you to attend the service. 
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You will find supplies of coffee, tea, paper goods, etc., in the closet of the kitchenette off 
the Chapel. 
  
To make 30 cups of coffee, fill urn with cold water up to the 30 cups mark.  Insert the 
stem and basket, and add 2 cups of coffee.  Plug in the urns before the worship service. 
  
Fill the electric teakettle with water and plug it in.  Set out ceramic mugs as well as the 
disposable hot drink cups.  Set out stirrers, sugar, tea bags, napkins, plates.  If needed, 
set out plastic forks or spoons and cold drink cups. 
  
FOOD: Expect 50 - 60 people on a "normal" Sunday.  You may bring pastries, 
coffeecake, bagels & cream cheese, fruit, doughnuts, juice, etc.  Slip out of the society 
service a few minutes early to set out refrigerated items, uncover food trays, and turn on 
the teakettle to boil.  It's a good idea to put most of the food on the second table, away 
from the hot coffee urns, so as to avoid traffic jams.  Please slice breads & coffeecakes 
and split bagels prior to serving. 
  
CLEANUP: Wash out and put away coffee urns, pitchers and mugs.  Put supplies 
away in the kitchenette closet.  Please leave the kitchenette clean and neat.  Take bags 
of trash out to the dumpster.  Wipe down tables. 
  
Many thanks from the congregation for this important contribution. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Policy Regarding Adult Disruptive Behavior

 

Adopted by the Board of Trustees on February 5, 2008 
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While openness to a wide variety of individuals is one of the prime values held by our 
congregation and expressed in our denomination’s purpose and principles, we affirm 
the belief that our congregation must maintain a secure atmosphere where such 
openness can exist. When any person’s physical and/or well being or freedom to safely 
express his or her beliefs or opinions is threatened, the source of this threat must be 
addressed firmly and promptly, even if this ultimately requires the expulsion of the 
offending person or persons. 
 
There have been times when the disruptive behavior of an individual within the society 
building has led members to voice their concerns about one or more of the following: 
 
 1.  Perceived threats to the safety of any adult or child; 
 
 2. The disruption of the society activities; 
 

Diminishment of the appeal of the society to its potential and existing 
membership. 

 
The following shall be the policy of the Unitarian Universalist Congregational Society of 
Westborough in dealing with these issues: 
 
 1.  If an immediate response is required, this will be undertaken by the 
Minister(s), if available, and/or the leader of the group involved. This may include asking 
the offending person or persons to leave, or suspending the meeting or activity until 
such time as it can safely be resumed. If further assistance is required the Police 
Department may be called. Anytime any      of these actions are 
undertaken without the Minister(s) being present, the Minister(s) must be notified. A 
follow-up letter detailing what steps must be taken before returning to the activities 
involved will be sent by the Minister(s) to the offending party or parties. 
 

The situation in item #1 and situations not requiring an immediate response 
will be referred to an ad hoc committee appointed by the Board of Trustees. 
The committee will respond in terms of their own judgment observing the 
following: 

 
A. The committee will respond to problems as they arise. There will be  
       no attempt to define “acceptable” behavior in advance.  

 
  B.  Persons identified as disruptive will be dealt with as individuals;   

       stereotypes will be avoided. 
 
C. The committee will collect all necessary information. 
D. To aid in evaluating the problem, the following points will be 

considered: 
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a. DANGEROUSNESS - Is the individual the source of a threat   
 or perceived threat to persons or property? 

 
b. DISRUPTIVENESS - How much interference with society   

 functions is going on?  
 
c. OFFENSIVENESS - How likely is it that prospective or  

 existing members will be driven away?  
 

E.  To determine the necessary response, the following points will be 
considered: 

 
a. CAUSES - Why is the disruption occurring? Is it a conflict between 

the individual and others in the society? Is it due to a 
professionally diagnosed condition of mental illness? 

 
b. HISTORY - What is the frequency and degree of disruption caused 

in the past? 
 
c. PROBABILITY OF CHANGE - How likely is it that the problem 

behavior will diminish in the future? 
 

F.  The committee will decide on the necessary response on a case by 
case basis. However, the following three levels of response are 
recommended: 

 
a. LEVEL ONE - The committee shall inform the Minister(s) of the 

problem and either the Minister(s) or a member of the committee 
shall meet with the offending individual to communicate the 
concern. 

 
b. LEVEL TWO - The offending individual is excluded from the society 

and/or specific society activities for a limited period of time,  with 
reasons and the conditions of return made clear. 

 
c. LEVEL THREE - The offending individual is permanently excluded 

from the society premises and all society activities.  Before this is 
carried out, the committee will consult with the Board of Trustees 
and the Minister(s).  If it is decided that expulsion will take place a 
letter will be sent by the Minister(s) and/or the Board of Trustees 
explaining the expulsion and the individual’s rights and possible 
recourse. 

 
 ` G.  Any action taken under item F. (above) may be appealed to the 

Board of Trustees and/or the Minister(s). 
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The Unitarian Universalist Congregational Society of Westborough strives to be an 
inclusive community, affirming our differences in beliefs, opinions and life experiences. 
However, concern for the safety and well being of the congregation as a whole must be 
given priority over the privileges and inclusion of the individual.To the degree the 
disruptive behavior compromises the health of this congregation, our actions as people 
of faith must reflect the emphasis on security. 
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The Unitarian Universalist Congregational Society of Westborough 

Safe Congregation Policy 

May 2004 

Introduction  

 

Why do we need specific child safety policies and procedures? 

1)  First and foremost to protect our children from abuse of any kind 

2) To protect our staff and volunteers who work with our children from false 

accusations. 

 3) To reduce legal risk and liability exposure for the society 

Why do we need them now? 

The media has brought to the attention of all of us the issue of child sexual abuse in our 
society today.

 

This knowledge makes us aware that such abuse can occur in any volunteer 

organization working with youth, even a society such as our own. Such knowledge gives 

us a moral obligation to take positive steps to reduce the possibility of such abuse from 

ever occurring in our society. 
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To this end we are formalizing a clear, written policy for the care and safety of our 

children. 

Why is publication necessary? 

Because of frequent turnover of leadership, these policies must be available to and 

understood by all paid and volunteer staff and all members of the congregation. 

Therefore, the policies will be available to all in the Policy and Procedure Manual. 

Note:  For the purposes of this document, a child is defined as anyone under 18 years 

of age. 

I.  Policies Regarding Hiring of Volunteers 
 

A. Any adult who teaches in the Religious Education program or volunteers 
in any way with the children of the congregation needs to be hired. 

 
 B. The applicant must be affiliated with the UUCSW for one year before  
  volunteering. 
 

C. Parents who have children in the program are expected to teach one block 
per student per year. 

 
D.   The applicant must fill out the Primary Screening Form and provide one 

personal reference. 
 
 E.   A CORI background check is required of all applicants. 
 
 F. Before starting the applicant must sign the UUA Code of Ethics. 
 

G. All volunteers must be given a copy of this Safe Congregation Policy to 
read. 
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H. The Director of Religious Education and the Minister have discretionary 

authority in regard to the suitability of the applicant. 
 

I.   Volunteers will not be able to start until all paperwork is complete and 
reviewed by the DRE. 

 
 J.   All paperwork will be kept in a confidential file in the society office. 
 
II.  Policies Regarding Supervision 
 

A. The presence of two adults in each classroom shall be adhered to 
whenever possible.  While this is difficult in a small congregation, it shall 
remain a goal. 

 
B. As the doors in our classrooms do not have windows at this time, all doors 

shall remain open during class time with the exception of those 
classrooms housing very young children. 

 
C. The DRE shall maintain a presence during Religious Education and 

provide random checks on classroom activities. 
 

 Parents must sign permission slips when children are leaving the society 
premises for society programming. 

 
E. A minimum of two adults must be with the group when leaving the society 

premises. 
 

F. Written parental permission shall be obtained before any volunteer meets 
alone with a child. 

 
G. Volunteers are required to have immediate discussion of any concerns or 

suspicious behavior with the DRE. The DRE will bring such concerns to 
the Minister. 

 
III.  Policies Regarding Arrival and Dismissal 
 

A. During Sanctuary start services, children will sit with their families until 
dismissed to walk downstairs with their RE teachers. 

 
B. For worship Circle Sundays, parents will remain in the chapel with their 

children until the DRE or other RE teachers are present. 
 

C. Nursery age children should be brought to the nursery directly upon arrival 
in the society. 
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D. Children through grade three must be picked up from their classrooms by 
a parent/guardian by noon at the latest. 

 
E. No child should ever be brought to the nursery or classroom and left 

unattended. 
 

F. Once class is over, parents are responsible for the whereabouts of their 
children. 

 
IV. Policy Regarding Education of Staff and Volunteers 
 

A. Periodic training sessions shall be held for staff and volunteers working 
with children. Topics to be discussed will include the following: 

   • What constitutes child abuse (a copy of the UUA definition is  
   attached in Appendix F) 
   •  Symptoms of child abuse 
   • Good touching, bad touching guidelines 

•  Massachusetts mandated Guidelines as outlined in     
Massachusetts General Laws 119 Section 51A a copy of which is 
included in Appendix G. 

   •  UUCSW policy on reporting and response procedures 
 

B.  A copy of this child safety policy will be distributed to all staff and 
volunteers working with children. It will also be made available to all 
members of the congregation. 

 
V. Policy for Reporting and Preparation for Response Procedures 
 
 Nothing in this guideline supersedes the responsibilities of the employees, 
volunteers, and administration of the Society under Massachusetts General Laws 
Chapter 119 Section 51A. 
   http://www.state.ma.us/legis/laws/mgl/119%2D51a.htm 
 

A.  Anyone who has concerns about inappropriate behavior or suspected 
child abuse during a society program shall report their concerns 
immediately to the Director of Religious Education or the Minister. If such 
a report comes to the DRE, it should immediately be passed on to the 
Minister.  

 
B. The Minister shall then contact the Department of Social Services if 

appropriate. Such contact must be made within 48 hours by state law. The 
phone number for the DCF is 800-792-5200 as of December 2014. The 
current number is always posted in the society office. 

 
 C. Penalties for failure to report suspected abuse are spelled out in Mass.  
  General Laws Chap.119 Sec. 51A. 

http://www.state.ma.us/legis/laws/mgl/119-51a.htm
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 D.  Persons making a report in good faith are protected under the law if the  
  concern proves to be unfounded. 
 
 E. It shall be the responsibility of the Minister to keep all screening forms and 
  references on file. 
 
 F.  The Minister shall be the one designated spokesperson for the Society  
  should such an incident occur and shall have a child protection statement  
  prepared in advance. 
 

 It shall be the responsibility of the Board of Trustees to check state laws 
frequently to keep our information up to date. 

 
VI. Policy Regarding Response Procedures After an Allegation is Made 
 

A. Any allegation must be taken seriously and reported immediately to the  
  Minister. 
 
 B. The situation must be dealt with forthrightly and with respect for people’s  
  privacy and confidentiality. 
 
 C. The Minister shall inform the alleged victim’s parent/guardian. 
 

D. The accused shall not be confronted or interviewed until the safety of the 
child is secured. 

 
 E. The victim is not responsible in any way and shall be treated with concern. 
 
 F. The situation should not be prejudged and the accused will be treated with 
  dignity and support. 
 

G. The Minister shall notify the proper civil authorities and full cooperation 
shall be given them. 

 
 H. The Minister shall immediately contact the Society’s insurance company,  
  attorney, and the UUA.  
 

I.  All efforts in handling the situation shall be fully documented by an 
appointee of the Board of Trustees. Such documentation shall remain the 
confidential property of the Society as permitted by law. 

 
Appendices  -  Copies are available upon request. 
 
 A. Primary Screening Form 
 B. Reference Response Form 
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C. Reference Contact Form 
 D. Record of Reference Contact Form  
 E. Code of Ethics 
 F. What is Child Abuse? 
 G. General Laws of Massachusetts Chapter 119 Section 51A 
 
 
 

Addendum for the High School Youth Group - April 2005 

 
 A. The presence of one adult age 23 or older is sufficient for group meetings held 
in the society.  
      
 B. At least two adults age 23 or older shall accompany the youths when they 
leave the society for events.  Should there be a large group attending an outside event, 
there will be at least one adult for each eight young people.  
      
 C. No drivers under twenty-one will transport the young people to Youth Group 
events. 
 
 D. The Youth Coordinator will sign a confidentiality agreement. 
 
 E. The youth and their parents will be made aware of our behavioral expectations 
for all Youth Group events. 
 
      1. THE BIG FOUR 
            NO illegal drugs 
           NO alcohol 
         NO sexual behavior 
            NO violence 
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------------------------------------------------------------------------------------------------------------------ 

Form to be signed: 

  Behavioral Expectations for Youth Group Activities 
 
All Youth Group members and their parents are being given a copy of these behavioral expectations. 
 
Please read and discuss them to be sure they are understood.  After reading and discussion, please cut 
off the bottom portion of the next page and sign it to indicate your awareness and understanding of these 
expectations. The bottom portion should then be returned to the Youth Coordinator. 
 
     1.  THE BIG FOUR 
          NO illegal drugs 
          NO alcohol 
          NO sexual behavior 
          NO violence 
 
     2.  All persons will participate in planned activities as a group rather than individuals. 
 
     3.  All persons will behave with respect, concern, goodwill, and consideration towards one another as 
befits a society sponsored program. 
 
     4.  Each student will respect the adult sponsors and chaperones and will adhere to directions and 
guidance provided by them. 
 
     5.  All persons will recognize the joint responsibility to leave our society and other facilities used in the 
same condition they find them. 
 
     6.  All persons will use good judgment with respect to safety. 

 
 
*********************************************************************************************************************** 
 
We have read and understand the Behavioral Expectations for the Youth Group. 
 
 
Parent or Guardian:  _______________________________________________________ 

 
 
Youth Group member (s):  ____________________________________________________ 
 
 
Date:  _____________________ 

 


